
MEA Microsoft Class Teams 

Frequently Asked Questions 

 

How do students access Microsoft Teams?  
You can download the Microsoft Teams app for free from your tablet or smartphone, just go to the app store and 

search for ‘Microsoft Teams’ and install it. 

 

On a computer or laptop, go to www.microsoft.com/en-gb/microsoft-365/microsoft-teams/download-app . Click 

‘Download Teams.’ 

 

 

How do students log in to their Microsoft Teams account? 
Students will use their Academy email address and password to log in to Teams.  

 

The Academy Office cannot access or reset student logins. If students can’t remember their login details, please 

email teamsupport@meacad.org.uk with the full name and year group of the student and we will re-set it for you.   

 

 
How do students find the work set?  
Once logged in, your child’s classes will appear as Microsoft Teams. Work is set here every 2 weeks and includes 
an assignment for each subject, which needs to be submitted by the deadline set and will be marked.  

 
 
How do students hand in work?  
In the Microsoft Team for each subject, click on ‘Assignments’ then ‘+Add work’. Click ‘Upload from my computer’ 
then attach the file they want to upload. Once they’ve finished, click ‘Turn in’.  
 
If you do not have a computer at home, work can be completed on paper, photographed on a mobile phone 
and uploaded as a file to be marked. Please make sure the image is clear and able to be read! 
 
Made a mistake? Click ‘Undo turn in’ to return the work and follow the last three steps to resubmit it. 

 

 
How does my child get feedback on assignments? 
If work has been marked, your child will get a notification in Teams 

 

I am a parent, how do I know what has been set and submitted? 

If we have your email address, parents will receive regular emails about upcoming deadlines and assignments.  

If we do not have your email address and you would like updates, please ring the Academy Office and provide this 
information. 

For more detailed information on how to use Microsoft Teams, please see the ‘How to use MEA Microsoft Class 
Teams: Student and Parent guide’ you have received in the post. A copy of which can also be found on our 
website. 
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